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APPROVER MANUAL
FOR THE
NATIONAL AUTOMATED CREDIT CARDS SYSTEM (NACCYS)
WEB VERSION (V.1.1)

1.0 Introduction.

1.1 Background and Purpose.

The National Automated Credit Card System (NACCYS) alows credit card holders and approving
officials to satisfy the accounting requirements associated with using credit cards, minimizing
the involvement of accounting office personnel. NACCS isafully automated, paperless credit
card invoice processing system that provides credit card holders and approving officials the
ability to electronically annotate credit card invoices with correct accounting classification codes,
item descriptions, and approvals. This eliminates the need for accounting personnel to manually
key data into the Departmental Accounting and Financia Information System (DAFIS) to make
accounting classification code corrections (G Schedules).

NACCSwas in operation as a LAN-based (local area network based) system throughout the
Federal Aviation Administration (FAA). A web-based version of NACCS has been devel oped
whichisYear 2000 (Y 2K) compliant as a replacement for the noncompliant, LAN-based system.
This document provides user-level documentation for approversin the use of the web-based
version of the National Automated Credit Card System (NACCS).

12 Scope.

This documentation assumes that the user is aready familiar with the accounting practices,
codes, and procedures needed to process credit card invoices. It also assumes that the user is
experienced in using Windows and an Internet browser. No attempt is made herein to define any
of these. What is provided here are the descriptions and procedures needed for cardholders to use
NACCS to process credit card invoices. There are companion documents for NACCS
administrators and cardholders, but system-level and business process documentation for
NACCS are not contained herein. Rather, this documentation only describes how to use the
web-based version of NACCS.
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2.0 Overview of the NACCS Process.

Figure 2.1 below provides avery high level representation of the credit card/NACCS process.
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Figure2.1

Basically, the processis as follows:

» Purchases are made by authorized FAA cardholders.
* Vendorsinvoice the Credit Service Provider.
* Invoiceinformation is pulled from the Credit Service Provider to the FAA.
* FAA paysthe Credit Service Provider, using cardholders’ default accounting strings.
* Using the NACCS process:
¢ Cardholdersreview invoices and correct accounting information.

¢ Approvers authorize expenditures.
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¢ DAFISisupdated with corrected accounting information.
* Any adjustment information is sent back to the Credit Service Provider.

NACCS facilitates this process and fosters responsible credit card usage in that:

* The Credit Service Provider ispaid in atimely manner, from default accounting pools.

* Credit card holders are able to verify invoices and update accounting information with
more accurate data.

* Approvers are able to validate accounting information and affirm payment.
* Automated adjustments to DAFIS are performed.

» Accurate records are maintained.

» Timelinessis enhanced.

* Administrative security is maintained.

The following sections describe how to use NACCS to achieve these purposes.
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3.0 Access and General Functions.

3.1 Accessing NACCS.

Since NACCS is aweb-based application, it can be accessed from any workstation connected to
the FAA’s administrative intranet, using Internet Explorer or Netscape Communicator versions
4.0 or above. (Internet Explorer (IE) isthe recommended browser, however, since the system
has been tested and verified against IE 4.0. At thistime, identical results using Netscape 4.0
have not been verified, and unexpected displays or actions might occur.)

Theinternal FAA addressfor NACCSis:

http://naccsweb.faa.gov/purchorders/

This address will access the web-server at the Aeronautical Center running the production
version of NACCS. You are advised to set a bookmark for this address so you may easily return
to the site for NACCS processing in the future.

Note: The screens that were collected for this documentation were obtained, in many instances,
from development and testing environments for version V.1.0 of NACCS. Therefore, the
intranet address information that appears in them does not correspond to the address for
the NACCS production system as shown above. Also, the version number shown on the
screens contained herein display the old version number (i.e., V.1.0). However, screen
layouts and other information contained in them do reflect the current NACCS
production environment for version V.1.1.
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3.2 Logging onto NACCS.

. Main Menu - Microsoft Internet Explorer !Em
File Edit “iew Favorites Tools Help

T S < IE I A S B~ R B R R
Back Farward Stop  HRefresh  Home Search Fawvarites  Histary b ail Print Edit
Addrass: Ihttp:,-"ﬂ?2.16.18.33,-"purch0rders,-"L0g0ut.asp LI
. . =l
National Automated Credit Card System
User Id: |
Password:l
5 vI
& Done Recarding |@ Internet 4

Figure3.1

After accessing the NACCS production site, you will be presented the NACCS logon form
displayed above in Figure 3.1. Into the logon form you should enter the User ID (usually your
credit card number) and password that you were given by your Regional NACCS Administrator
when your user account was established. Entering the correct ID and password will grant you
access to NACCS according to the User ID that you entered, which will either be a cardholder or
approver ID.

If you are both a cardholder and an approver, you will have two IDs and passwords issued to
you. You should usethe ID for the type of transactions you plan to perform. If you planto
update invoice records, for example, you should log on using your cardholder ID and password.
If you are going to approve invoices, then you should log on using your approver 1D and
password.
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If your User ID has a series of zeros at the beginning, you do not need to enter them into the
logon form. Just begin with the first non-zero number and enter the remaining characters to the
end. NACCS will automatically add any leading zeros to the number as part of the logon
process.

. Main Menu - Microsoft Internet Explorer !Em
File Edit ¥iew Favorites Tools Help

e D QA @ I B S .

Back Forward Stop  Refresh  Home Search Favorites  History il Frint Edit

Addrass: Ihttp:,"ﬂ?2.16.18.33,-"purch0rders,-"Default1.asp LI

National Automated Credit Card SystemEAEEzA
Change Password  Exit

User ID Inactive or Not Found - Please try again or see your Administrator.

& Done Recarding |& Internet
Figure3.2
If you did not correctly enter your logon information or if your User 1D has been removed from

the system, you will see the Logon Error Message shown above in Figure 3.2. Asthe message
says, you should try logging again. If that fails, contact your Regional NACCS Administrator.
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w. Main Menu - Microsoft Internet Explorer !Em
File Edit “iew Favorites Tools Help
o QD AN BE- R RIS L B

Hail Pririt Edit

Back Forward Stop  Refresh  Home Search Favorites  History

Address: Ihttp:,a’ﬂ?2.18.18.33,-";3urchorders,a’Defaulﬂ.asp ;I

National Automated Credit Card SystemEAzZZz
Change Password  Exit

Approving Official Main Menu

List of Card Holders

Card Number User Name Active? Unapf:lfzzsrh':ioices Act As
0001234560000123456| BROWN MAXINE Yes 4 Cardholder
0005555550000123456| PARKER JACQUELINE| Yes 6 Cardholder
0006666660000123456|MCDONALD WILLIAM| Yes 3 Cardholder

Delegate Approval Authority|
Approve For
Print/Export Inveices
-
& Done Recarding |§ Internet 4

Figure 3.3

If you correctly logon to NACCS, you will see the Approving Official Main Menu, as shown in
Figure 3.3.
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3.3 Changing Y our Password.

Figure3.4

Figure 3.4 shows the header information that is displayed at the top of nearly every screenin

National Automated Credit Card SystemEAZZEZE

Change Password  Exit

12/23/99

NACCS. You will notice that there are two sets of hyperlink text, “ Change Password” and
“Exit”. These can be used at anytime either to change your logon password or to exit the system.

The first time that you log onto NACCS you will probably do so using a default password. You
should immediately change that password to another, more secure password. Therefore, click on
“Change Password” to do so when you log on for the first time. Also, periodically change your

password according to the security guidelines at your facility.

w. Change Password - Microsoft Internet Explorer !Em
File Edit ¥iew Favorites Tools Help
< e A I < S~ e B G LA e
Back Forward Search Favorites  History il Frint Edit
Addrass: Ihttp:,",-"1?2.18.16.33,-"purchorders,-"ChangePwd.asp LI
National Automated Credit Card SystemEAEEzA
Change Password  Exit
Enter Existing Password I********
Enter New Password [#***+
Confirm New Password [#+
{Note: Passward must be at least 3 characters long)
| Change Password |
|Return To Main Menu|
= vI
& Done Recording |& Internet 4
Figure 3.5
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Figure 3.5 displays the NACCS change password screen. To change your password you must
supply your existing password and then enter your new password twice, once in the “Enter New
Password” field and then again in the “ Confirm New Password” field. Click on the “Change
Password” button to actually change your password. If you successfully change your password,
the following message will be displayed, “Password Successfully Changed,” as shown on the
following figure.

w. Change Password - Microsoft Internet Explorer !Em
File Edit ¥iew Favorites Tools Help
e D QA @ I B S .
Back Forward Stop  Refresh  Home Search Favorites  History il Frint Edit
Addrass: Ihttp:,",-"1?2.18.16.33,-"purchorders,-"ChangePwd.asp LI
=]

National Automated Credit Card SystemEAEEzA
Change Password  Exit

Password Successfully Changed

Enter Existing Password |

Enter New Password |

Confirm New Password |
{Note: Passward must be at least 5 characters long)

Change Password

Return To Main Menu

-

& http:4#172.16.16 33/purchorders/default] asp Recording |& Internet /

Figure 3.6

Be sure to remember your new password. If you should forget it, contact your Regional NACCS
Administrator for anew password.

To resume NACCS processing, click on “Return To Main Menu”.

3.4 Exiting NACCS.

The other hyperlink text item at the top of your screen (i.e., the word “Exit” -- see Figure 3.4) is
used to exit NACCS at any time. Y ou must use the “Exit” link to complete your NACCS
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session. While closing your browser or linking to another site will terminate your workstation’s
use of NACCS, your session within NACCS will remain open. Extra system resources are used
unnecessarily when the link isleft open. Also, NACCS only allows one user at atimeto be
logged in using the same User ID. Therefore, if you try to log back on, you will not be allowed
back in. Figure 3.7 shows the error message that results when logging in under aUser ID that is
aready active.

w. - Microsoft Internet Explorer !Em
File Edit “iew Favorites Tools Help

Q [ P

Search Fawvarites  Histary

B 9 # .

(LET Frirt Edit

< B A

Back Farward Stop  HRefresh  Home

Addrass: Ihttp:,-"ﬂ?2.18.18.33,-"purch0rders,-"DefauIt1.asp LI

National Automated Credit Card System

You cannot login because your account is already in use in this system. Contact
your NACCS Web System Administrator if there is a problem.

Return To Login Screen|

|

@ http:#172.16.16.33/purchorders/Default asp Recording |@ Internet Y

Figure3.7

Should you get this message, contact your Regional NACCS Administrator, who will be able to
logout your previous session.

Finally, the “Exit” link can be useful in your normal usage of NACCS. Since NACCSisamenu
driven system and some of the menu trees are quite deep, it may be faster to get to the main
menu by clicking on “Exit” and then logging back onto NACCS than trying to ascend back up
through the menu structure. Keep thisin mind during your use of NACCS.

10
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3.5 DataEntry and Navigation between Data Fields.

When clicking on or advancing to afield that already has datain it, the entire contents of the
field will beinitially highlighted, as shown in Figure 3.8.

Edit Accounting Code for CC Number 0001234560000123456
Rgn App Lim [CC Prog Elem Ohj Cls SMCS  |[ProjNum  [StatData?  |AFC
“m_ [o01] “D_ ||F410 ||4sn ||2 608 “ “ || ||
‘Descriptinn: “ ‘Tag: ||
Figure 3.8

Asyou can see, the entire Appropriation Code (APP) is highlighted. Anything typed into that
field will replace all of what is currently highlighted. If you want to edit what the field contains,
you will need to click the field again at the point that you want to make the change, and the field
will change from replace to insert mode. Y ou can then edit the contents of the field without
losing what was originally there.

Data can be entered into aform in any order. To navigate between fields, just click on the data
field you wish to enter. Also, pressing the TAB key will advance you to the next field, and Shift-
TAB will take you back to the previousfield. Even though you may supply all of the
information needed for a particular field, it will not automatically advance you to the next data
field when the field you are entering datainto isfull. 'Y ou must advance to the next field
yourself by pressing TAB or by clicking on the next field you wish to enter. In order to process
the information in the form, however, you must click on an execution-type button when you are
finished with data entry, such as “Update,” “Add,” “Approve,” etc. (Also, for Internet Explorer,
if the execution-type button is highlighted or pre-selected, pressing the ENTER key will have the
same effect as clicking on the button.) Otherwise the information that you have entered will be
lost. However, if you want to discard the data you have entered, you can exit the data entry
screen without clicking the execution button. Thiswill preserve what information was originally
there and will cause no changes to be made to the NACCS database.

11
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3.6 Navigation between Pages and the Parts of NACCS.

Generally do not use the Forward and Backward arrow buttons of the browser to navigate
through the pages or parts of NACCS. Use instead the application-supplied menu items or
navigation buttons. There are several multi-page forms that are used by NACCS. To navigate
through these, use the navigation buttons that are at the bottom of each page of the form, similar
to the ones displayed below:

Figure 3.9 — First page of the form

Figure 3.10 — A middle page of theform

|First| == Previous ‘ ‘

Figure 3.11 — L ast page of theform

Clicking on “Next” will take you to the next page of the form. “Previous’ will take you back to
the page you were just on. “First” and “Last” will take you to the first and last pages of the form
respectively.

12
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4.0 Approver Documentation.

4.1 Main Approver Menu.

12/23/99

w. Main Menu - Microsoft Internet Explorer !Em
File Edit “iew Favorites Tools Help
¢ L2 @ [ QA aQ B B S FH .
Back Farward Stop  HRefresh  Home Search Fawvarites  Histary b ail Print Edit
Addrass: Ihttp:,-"ﬂ?2.18.18.33,-"purch0rders,-"DefauIt1.asp LI
. . L
National Automated Credit Card SystemEaZEza
Change Passward  Exit
Approving Official Main Menu
List of Card Holders
Card Number User Name Active? imaber oF A Act As
Unapproved Invoices
0001234560000123456 BROWN MAXINE Yes 4 Cardholder]
0005555550000123456| PARKER JACQUELINE| Yes 6 Cardholder
0006666660000123456/ MCDONALD WILLIAM| Yes 3 Cardholder
Delegate Approval Authority|
Approve For
Print/Export Invoices
|
& http:#172.16.16. 33/purchordersfappactascarcholder asp?oenumber=00012345600001 23456 Recording |@ Internet /

Figure4.1

Figure 4.1 displays the Main Approver Menu. The upper part of the menu lists the Cardholders
for which you, as an approver, have responsibility. By clicking on a particular Card Number you

are ableto review and approve invoices for that cardholder. You are also able to reverse the

approval for invoices that were approved in error, perform accounting string maintenance for the
card holder, and review archived or current invoices.

The remaining menu items and their purposes are as follows:

. Delegate Approval Authority —

another approver.

13

Allows you to delegate your approval authority to



rover Manual 12/23/99
App

. Approve for — Allows you to perform approval functions for another
approver who has delegated to you such authority.

. Print/Export Invoices — Allows you to print or export invoices for the
cardholders assigned to you.

4.2 Approver Functions.

Each of the functions you can perform as an approver are described in the following sections.

4.2.1 Performing information maintenance and approval functions for a particular cardholder.

To maintain (add/modify/delete) information contained in a cardholder’ s user profile or to
approve a cardholder’ s invoices, you begin by clicking on the cardholder’ s credit card number.
(See Figure4.1.) You will then get a screen similar to the following.

w. Approve Card Holder Invoices - Microsoft Internet Explorer !Em
File Edit “iew Favorites Tools Help
S IE R A B < = I I e L B
Back Farward Stop  HRefresh  Home Search Fawvarites  Histary b ail Print Edit
Address: Ihttp:,-"ﬂ?2.16.16.33,-"purchDrders,-"appal:tascardholder.asp?ccnumber=DDD1234580000123456 LI
-

National Automated Credit Card SystemEaZEza
Change Passward  Exit

Approval Functions
You Are 0000000000567891234 performing approval action for 0001234560000123456
Number of Invoices not updated: 0

Number of Invoices updated (but not approved): 4

‘Account String Maint

Approve Invoices

Reverse Approval
Review Archived Invoices

Print/Export Invoices
Back to Review Card Holders|

|

~

@ http:#172.16.16.33/purchordersiaccountstring asp Recording |@ Internet

Figure4.2

14
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The menu items and their functions are as follows

* Account String Maint -- Allows you to change or add (maintain) information
contained in the cardholder’ s user profile.

* Approve Invoices -- Allows you to review and approve a cardholder’ s invoices.

* Reverse Approval -- Allows you to reverse the approval for an invoice that was
approved in error or contains incorrect information.

* Review Archived Invoices -- Allows you to review the archived invoices for a
cardholder.
* Print/Export Invoices -- Allows you to print or export a cardholder’ s invoices.

» Back to Review Card Holders-- Returns you back to the main Approver Menu

4211 Maintaining cardholder information.

Clicking on the “ Account String Maint.” menu item (see Figure 4.2) brings up the following
screen.

15
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. Account String Maintenance - Microsoft Internet Explorer !Em
File Edit “iew Favorites Tools Help
@ .2 0 B Q@ HmE RS H .
Back Forward Stop  Refresh  Home Search Favorites  History il Frint Edit
Address: Iht‘tp:,-",-"1?2.18.18.33,-"purchDrders,-"accauntstring.asp LI
- - LI
National Automated Credit Card SystemEAzZZz
Change Password  Exit
Accounting String Maintenance
Card Holder Identity Number: 71492
Regn App|Lim CC| PE (()j?s] SMcS|Proj Num| StatData2| AFC| Description| Status Edit | Delete?
W [982A/0 |G531|2A02E0 (2596 26700101 D;Eaglt EDIT]
W |882A|0 |G331|1A02BA|2596 26670101 EDIT|DELETE
W (901 |0 |9B12|455 2600 EDIT|DELETE
=
& hittp:/172.16.16 33/purchorders/adddefault asp Recarding |@ Internet /

Figure4.3

From this screen you can add, edit, or del ete frequently used accounting strings for the

cardholder that you selected. The procedures for doing such maintenance are described in detail

in Section 4.2.1 of the NACCS Cardholder Manual. Please refer to that manual if you need to
add or change accounting string information for a cardholder. Typically, the cardholders
themselves should maintain their own information concerning frequently used accounting
strings. There should be little need for you, as an approver, to do it for them.

4.2.1.2 Approving Invoices.

Thisisthe main function you will be performing as an approver. To approve invoices for athe
card holder that you previously selected, click on the “ Approve Invoices’ menu item from the
“Approva Functions” menu as shown in Figure 4.4.

16
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w. Approve Card Holder Invoices - Microsoft Internet Explorer !Em
File Edit “iew Favorites Tools Help

5 =
i, AN BE= I RIS L= B
Back Forward Stop  Refresh  Home Search Favorites  History il Frint Edit
Address: Ihttp:,-",ﬂ?2.18.18.33,-"purchorders,a’appactascardholder.asp LI
-

National Automated Credit Card SystemEAzZZz
: Change Password  Exit

Approval Functions
You Are 0000000000567891234 performing approval action for 0001234560000123456
Number of Invoices not updated: 0

Number of Invoices updated (but not approved): 4

Account String Maint

Review Archived Invoices

Print/Export Invoices
Back to Review Card Holders|

-

@ http:#172.16.16.33/purchordersiRECaaApprovelnyList asp Recording |§ Internet Y

Figure4.4

Clicking on “ Approve Invoices’ will cause theinvoices for cardholder 0001234560000123456
to be displayed as follows.

17
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. List of Invoices - Microsoft Internet Explorer

File Edit “iew Favorites Tools Help

.2 .0 B oA Q MI B9 F.

Back Forward Stop  Refresh  Home Search Favorites  History il Frint Edit

Address: Ihttp:,-",ﬂ?2.18.18.33,-"purchDrders,-"RECaaApprovelnvList.asp ;I

National Automated Credit Card SystemEAzZZz
Change Password  Exit

List Of Unapproved Invoices for Card Number: 0001234560000123456

Purch Date Merchant City State Purch Amt| CC Appv
19981215 |FRANKLIN COVEY #7061 |WASHINGTON|DC |($476.20) |Updated
19981209 |GSA/CUST SUPPLY CTR 91|SPRINGFIELD |VA [$879.60 |Updated
19981204 |GSA/CUST SUPPLY CTR 91|SPRINGFIELD |VA [$1,548.42 |Updated

19981204 |GSA/CUST SUPPLY CTR 91|SPRINGFIELD |VA ($1,548.42 |Updated

Approve All

Back to Approving Official Menu| Select A Different Cardholder)

-

A~

@ http:#172.16.16.33/purchorders/iRECaaApprovelny asp?Seghum=3 Recording |@ Internet

Figure4.5

The invoices that had been previously split between more than one accounting code are
highlighted. Also, if the invoice has been updated by the cardholder, it islisted as “Updated” in
the “CC Appv” column. To review or approve a particular invoice, click on the invoice's
“Purchase Date”. Doing so for the first invoice gives a screen similar to the following.

18
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. List of Invoices - Microsoft Internet Explorer !Elm
File Edit “iew Fawvorites Tools Help

< BE A

Back Forward Stop  Refresh  Home

B 9 & .

Hail Fririt E dit

Q [ P

Search Favortes  History

Address: Ihttp:,-"ﬂ?2.16.1E.33,-"purchDrders,-"RECaaApprovelnv.asp?SeqNum=3 ﬂ

National Automated Credit Card SystemEZEZZa
Change Password  Exit

Approval Invoice Processing for CardHolder: 0001234560000123456

Credit

Merchant Data

Purchase Date: 19981215 Amount: |
Merchant: FRANKLIN COVEY #7061 Location: WASHINGTON ,DC

Frequently Used Accounting Strings

Invoice Distribution
Invoice Amount:

Account Code Balance Amount
W/ 982 3 2E0 /2596 / 267 // Displayed

Total Balance

Rgn|App Lim | CC | PE | ObjCls | SMcS |ProjNum | StatData2
W Jos2a o |es31 [oA02E0 2596 | [e6700101 |

‘Description: || ‘Tag: ||

‘Comments: ||

Update Account String - Approve |

Back to Invoeices List| Select A Different Cardholder|

& Done |Recording & Internet y

Figure4.6

Y ou can see that the invoice is split among three accounting strings and the amounts that are
assigned to each string. To approve the invoice without making any changes, simply click on the

19
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“Approve” button. Approving the invoice causes the accounting strings to be validated, and

marks the invoice as being approved. If the accounting codes are valid, you will see a screen
similar to the following.

w. Approval Invoice Processing - Microsoft Internet Explorer !Em
File Edit “iew Favorites Tools Help
S IE R A B < = I I e L B
Back Forward Stop  Refresh  Home Search Favorites  History il Frint Edit
Address: Iht‘tp:,-",-"1?2.18.18.33,-"purchDrders,-"RECaaApprovelnv.asp?seqnum=3&ICIMISeqldentity=4?5&Agy=1&rgn=W&App=982A&Iim=D&CC=G531&pe=2ALI
National Automated Credit Card SystemEAzZZz
Change Password  Exit
Approval Invoice Processing for CardHolder: 0001234560000123456
Invoice Approved
Back to Invoices List| Select A Different Cardholder
@ http:#172.16.16.33/purchordersiRECaaApprovelnyList asp Recording |§ Internet 4

Figure4.7

Selecting “Back to Invoices List”, gives you the following screen.

20
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. List of Invoices - Microsoft Internet Explorer

File Edit “iew Favorites Tools Help

.2 .0 B oA Q MI B9 F.

Back Forward Stop  Refresh  Home Search Favorites  History il Frint Edit

Address: Ihttp:,-",ﬂ?2.18.18.33,-"purchDrders,-"RECaaApprovelnvList.asp ;I

National Automated Credit Card SystemEAzZZz
Change Password  Exit

List Of Unapproved Invoices for Card Number: 0001234560000123456

Purch Date Merchant City State Purch Amt| CC Appv
19981209 |GSA/CUST SUPPLY CTR 91|SPRINGFIELD|VA ($879.60 |Updated
19981204 |GSA/CUST SUPPLY CTR 91|SPRINGFIELD|VA |$1,548.42 |Updated

19981204 |GSA/CUST SUPPLY CTR 91| SPRINGFIELD|VA |$1,548.42 |Updated

Approve All

Back to Approving Official Menu| Select A Different Cardholder

-

@ http:#172.16.16.33/purchorders/iRECaaApprovelny asp?Seghum=2 Recording |@ Internet Y

Figure4.8

Y ou will notice that the invoice we just approved is no longer listed and that there are only three
invoicesto approve now. We are now going to change the Object Class of what is now the first
invoice. To begin that process, click on its*“Purchase Date”. Y ou will see the Invoice
Processing screen similar to the following.
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w. Approval Invoice Processing - Microsoft Internet Explorer !Em
File Edit “iew Favorites Tools Help

Q [ P

Search Favorites  History

B 9 # .

Hail Pririt Edit

< B A

Back Forward Stop  Refresh  Home

Address: Ihttp:,-",ﬂ?2.18.18.33,-"purchorders,-"RECaaApprovelnv.asp?SeqNum=2 LI

Merchant Data

Purchase Date: 19981209 Amount: $879.60
Merchant: GSA/CUST SUPPLY CTR 91 Location: SPRINGFIELD VA

Frequently Used Accounting Strings

Rgn | App Lim | €C | PE | ObjCls | SMcS | ProjNum | StatData2
W Joo1 o loB12 455 [3100 | | |
‘Description: || ‘Tag: ||
‘Comments: ||

| Update Account String | Approve |

|Back to Invoices List| Select A Different Cardholder|

1y |Recurding |& Internet Y
Figure4.9

Figure 4.9 does not show all of the resulting page, but you can see that the ObjCls field has been
changed to the new value of 3100. To record the new value but not yet approve the invoice, we

click on “Update Accounting String”. If the changed accounting string is validated, you will see
aconfirmation screen similar to the following.
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w. Approval Invoice Processing - Microsoft Internet Explorer !Em

B 9 # .

Hail Pririt Edit

File Edit “iew Favorites Tools Help

< B A

Back Forward Stop  Refresh  Home

Q [ P

Search Favorites  History

Address: Iht‘tp:,-",-"1?2.18.18.33,-"purchDrders,-"RECaaApprovelnv.asp?seqnum=2&ICIMISeqldentity=&Agy=1&rgn=W&App=901&Iim=D&cc=9El12&pe=455&0bj;|

-l
National Automated Credit Card SystemEAzZZz
Change Password  Exit

Approval Invoice Processing for CardHolder: 0001234560000123456

Account String Updated

Back to Current Invoices

Back to Invoices List| Select A Different Cardholder

-

@ http:#172.16.16.33/purchorders/iRECaaApprovelny asp?Seghum=2 Recording |@ Internet Y

Figure4.10

Y ou will notice that we have three options now. Selecting “Back to Current Invoices” will take
us back to the invoice we were just working on. “Back to Invoices List” will take us back to the
list of invoices awaiting approval for the cardholder with which we are working. “Select A
Different Cardholder” will take us back to the Approver Main Menu. However, choosing any of
these three options will not cause the invoice to be approved. Because we clicked on “Update
Accounting String”, only the string was updated, but the invoice remains unapproved. To
demonstrate this, click on “Back to Invoices List”. (In order to approve the invoice without an
additional step, you would click on “Back to Current Invoices’, which will take you back to the
invoice we were just working on.)
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. List of Invoices - Microsoft Internet Explorer

File Edit “iew Favorites Tools Help

.2 .0 B oA Q MI B9 F.

Back Forward Stop  Refresh  Home Search Favorites  History il Frint Edit

Address: Ihttp:,-",ﬂ?2.18.18.33,-"purchDrders,-"RECaaApprovelnvList.asp ;I

National Automated Credit Card SystemEAzZZz
Change Password  Exit

List Of Unapproved Invoices for Card Number: 0001234560000123456

Purch Date Merchant City State Purch Amt| CC Appv
19981209 |GSA/CUST SUPPLY CTR 91|SPRINGFIELD|VA ($879.60 |Updated
19981204 |GSA/CUST SUPPLY CTR 91|SPRINGFIELD|VA |$1,548.42 |Updated

19981204 |GSA/CUST SUPPLY CTR 91| SPRINGFIELD|VA |$1,548.42 |Updated

Approve All

Back to Approving Official Menu| Select A Different Cardholder

-

@ http:#172.16.16.33/purchorders/iRECaaApprovelny asp?Seghum=2 Recording |@ Internet Y

Figure4.11

Y ou will notice that the invoice we just updated remains on the list of invoices awaiting
approval. To now approve theinvoice, again click on the “Purchase Date” of the first invoice.
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w. Approval Invoice Processing - Microsoft Internet Explorer !Em
File Edit “iew Favorites Tools Help

< B A

Back Forward Stop  Refresh  Home

Q [ P

Search Favorites  History

B 9 # .

Hail Pririt Edit

Address: Ihttp:,-",ﬂ?2.18.18.33,-"purchorders,-"RECaaApprovelnv.asp?SeqNum=2 LI

T I =
S

Merchant Data

Purchase Date: 199581209 Amount: $879.60
GSA/CUST SUPPLY CTR 91 Location: SPRINGFIELD VA

Frequently Used Accounting Strings

Rgn | App Lim | €C | PE | ObjCls | SMcS | ProjNum | StatData2
||w ||901 ||0 ||gB12 ||455 ||3100 || || ||
‘Description: || ‘Tag: ||
‘Comments: ||

Update Account String

Back to Invoices List| Select A Different Cardhold ‘“| -
& Dane Recording & Internet y

Figure4.12

Y ou can see that the ObjClsvalue is till 3100, the value to which we had changed it earlier for
thisinvoice. Now, to finally approve the invoice, click on “Approve”. The following
confirmation screen will be displayed.
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w. Approval Invoice Processing - Microsoft Internet Explorer

File Edit “iew Fawvorites Tools

< B A

Back Forward Stop  Refresh  Home

B 9 # .

Hail Pririt Edit

Help
Q @ 3

Search Favorites  History

Address: Iht‘tp:,-",-"1?2.18.18.33,-"purchDrders,-"RECaaApprovelnv.asp?seqnum=2&ICIMISeqldentity=&Agy=1&rgn=W&App=901&Iim=D&cc=9El12&pe=455&0bj;|

|

National Automated Credit Card SystemEAzZZz
Change Password  Exit

Approval Invoice Processing for CardHolder: 0001234560000123456

Invoice Approved

Back to Invoices List| Select A Different Cardholder

Recarding |§ Internet

-

& http:#172.16.16. 33/purchorders/REC aaApprovelnvList. asp

Figure4.13

Now, when we return to the Invoices List, we will see that thisinvoiceis no longer listed.
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. List of Invoices - Microsoft Internet Explorer
File Edit “iew Favorites Tools Help
.2 @ [ A A G S B9 FH o
Back Forward Stop  Refresh  Home Search Favorites  History il Frint Edit
Address: Ihttp:,-",ﬂ?2.18.18.33,-"purchDrders,-"RECaaApprovelnvList.asp ;I
- - LI
National Automated Credit Card SystemEAzZZz
Change Password  Exit
List Of Unapproved Invoices for Card Number: 0001234560000123456
Purch Date Merchant City State Purch Amt| CC Appv
19981204 |GSA/CUST SUPPLY CTR 91|SPRINGFIELD| VA ($1,548.42 |Updated
19981204 |GSA/CUST SUPPLY CTR 91|SPRINGFIELD|VA |$1,548.42 |Updated
Approve All |
3 vI
Recarding |@ Internet /

& http:4172.16.16.33/purchardersidefault asp

Figure4.14

Rather than continue approving invoices for this cardholder, let us select a new cardholder by
clicking on “ Select a Different Cardholder”. Doing so takes us back to the Approver Main Menu

as follows.
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. Main Menu - Microsoft Internet Explorer !Em
Ei

le  Edit Yiew Favorites Tools Help
& 0 @ Ala @ 3B 3 o .
Back Stop  Refresh  Home Search Favorites  History il Frint Edit
Address: Ihttp:,-",-"1?2.18.18.33,-"purch0rders,-"default1.asp ;I
- - LI
National Automated Credit Card SystemEAzZZz
Change Password  Exit
Approving Official Main Menu
List of Card Holders
Card Number User Name Active? Number of 5 Act As
Unapproved Invoices
0001234560000123456/ BROWN MAXINE Yes 2 Cardholder
0005555550000123456| PARKER JACQUELINE| Yes 6 Cardholder
1_}_!]0666666000012345@ MCDONALD WILLIAM| Yes 3 Cardholder
Delegate Approval Authority|
Approve For
Print/Export Inveices
& hitp:/1172 16 16 33/purchorders/appactascardholder asp?ecnumber=0006666660000 123456 Recarding |& Internet /

Figure4.15

Thistime we will select William McDonald to demonstrate the “ Approve All” function.
Clicking on his card number gives the following screen.
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& Approve Card Holder Invoices - Microsoft Internet Explorer !Em
File Edit “iew Favorites Tools Help
.2 @ [ A A G S B9 FH o
Back Forward Stop  Refresh  Home Search Favorites  History il Frint Edit
Address: Iht‘tp:,-",-"1?2.18.18.33,-"purchDrders,-"appadascardhoIder.asp?ccnumber=DDDBBBBBBDDDD123458 LI
- - LI
National Automated Credit Card SystemEAzZZz
Change Password  Exit
Approval Functions
You Are 0000000000567891234 performing approval action for 0006666660000123456
Number of Invoices not updated: 0
Number of Invoices updated (but not approved): 3
Account String Maint
Reverse Approval
Review Archived Invoices
Print/Export Invoices
Back to Review Card Holders|
@ http:#172.16.16.33/purchordersiRECaaApprovelnyList asp Recording |§ Internet 4

Figure4.16

Thisis essentially the same screen as we have seen before, but this time the new cardholder’s
number is displayed at the top. We will again select “ Approve Invoices’ to be able to review the
invoices for this cardhol der.
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. List of Invoices - Microsoft Internet Explorer

File Edit “iew Favorites Tools Help

.2 .0 B oA Q MI B9 F.

Back Forward Stop  Refresh  Home Search Favorites  History il Frint Edit

Address: Ihttp:,-",ﬂ?2.18.18.33,-"purchDrders,-"RECaaApprovelnvList.asp ;I

National Automated Credit Card SystemEAzZZz
Change Password  Exit

List Of Unapproved Invoices for Card Number: 0006666660000123456

Purch Date Merchant City State Purch Amt| CC Appv
19981209 |STARFLEET, INC. WASHINGTON|DC | $2,000.00 |Updated
19981209 |STARFLEET, INC. WASHINGTON|DC |$450.00 |Updated
19981207 |WASHINGTON MUSIC CTR|WHEATON MD |$2,429.00 |Updated

Back to Approving Official Menu| Select A Different Cardholder

-

A~

& Done Recarding |@ Internet

Figure4.17

Thistime, rather than review and approve each of the invoices individually, we will select the
“Approve All” function. Normally, you would not choose this option unless you are reasonably
assured that the accounting information is correct. We are assuming in this case that we know
that the accounting strings for these invoices are correct. Consequently, we simply click
“Approve All”. Thefollowing confirmation screen results.
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& List of Invoices - Microsoft Internet Explorer !Em
File Edit “iew Favorites Tools Help
S IE R A B < = I I e L B
Back Forward Stop  Refresh  Home Search Favorites  History il Frint Edit
Address: Ihttp:,-",ﬂ?2.18.18.33,-"purchorders,a’RECaaApproveInvlist.asp?ApproveAII=Approve+All LI
[
National Automated Credit Card SystemEAzZZz
Change Password  Exit
Approve all Complete
Recarding |§ Internet

-

& http:4172.16.16.33/purchardersidefault asp

Figure4.18

A~

Y ou can continue the review and approval of invoices using the above procedures until you have
finished all the invoices that you can approve at thistime. To return to the Approver Main

Menu, click on “Select A Different Cardholder”.
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4.2.1.3 Reversing Invoice Approval.

12/23/99

Sometimes invoices may be approved in error or contain incorrect accounting information. 1f
this happens, it is necessary to reverse the approval for the invoice because approved invoices
cannot be modified. To do this, you must first select the cardholder from the Approver Main

Menu cardholder that requires an invoice to be reversed.

w. Main Menu - Microsoft Internet Explorer !Em
File Edit “iew Favorites Tools Help
¢ L2 @ [ QA aQ B B S FH .
Back Forward Stop  Refresh  Home Search Favorites  History il Frint Edit
Address: Ihttp:,-",-"1?2.18.18.33,-"purch0rders,-"default1.asp ;I
- - LI
National Automated Credit Card SystemEAzZZz
Change Password  Exit
Approving Official Main Menu
List of Card Holders
Card Number User Name Active? Number of 5 Act As
Unapproved Invoices
0001234560000123456/ BROWN MAXINE Yes 2 Cardholder
0005555550000123456| PARKER JACQUELINE| Yes 6 Cardholder
0006666660000123456 MCDONALD WILLIAM| Yes 0 Cardholder
Delegate Approval Authority|
Approve For
Print/Export Inveices
& http:#172.16.16.33/purchordersfappactascarcholder asp?oenumber=00066666600001 23456 Recording |& Internet /

Figure4.19

Selecting William McDonald' s card number again gives the following screen.
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w. Approve Card Holder Invoices - Microsoft Internet Explorer !Em

B 9 # .

Hail Pririt Edit

File Edit “iew Favorites Tools Help

< B A

Back Forward Stop  Refresh  Home

Q [ P

Search Favorites  History

Address: Iht‘tp:,-",-"1?2.18.18.33,-"purchDrders,-"appadascardhoIder.asp?ccnumber=DDDBBBBBBDDDD123458 LI

National Automated Credit Card SystemEAzZZz
Change Password  Exit

Approval Functions
You Are 0000000000567891234 performing approval action for 0006666660000123456
Number of Invoices not updated: 0

Number of Invoices updated (but not approved): 0

Account String Maint

Approve Invoices
R se Approval

Review Archived Invoices

Print/Export Invoices
Back to Review Card Holders|

-

@ http:#172.16.16.33/purchordersiRECaalnApprovelnvList. asp Recording |§ Internet Y

Figure4.20

Notice that since we had previously approved al of William’sinvoices, there are no invoices
now awaiting approval. To reverse the approval for some on hisinvoices, click on “Reverse
Appproval”.
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. List of Invoices - Microsoft Internet Explorer

File Edit “iew Favorites Tools Help

.2 .0 B oA Q MI B9 F.

Back Forward Stop  Refresh  Home Search Favorites  History il Frint Edit

Address: Iht‘tp:,-",-"1?2.18.18.33,-"purchorders,-"RECaaUnApprovelnvList.asp ;I

National Automated Credit Card SystemEAzZZz
Change Password  Exit

List Of Approved Invoices for Card Number: 0006666660000123456

Purch Date Merchant City State| Purch Amt|Bal Avail to Dist
19981209--Unapprove-| STARFLEET, INC. WASHINGTON|DC |$2,000.00 |$2,000.00

19981209--Unapprove-| STARFLEET, INC. WASHINGTON|DC [$450.00 |(8450.00
19981207--Unapprove-| WASHINGTON MUSIC CTR|WHEATON MD |$2,429.00 |$2,429.00

Back to Approving Official Menu|

-

@ http:#172.16.16.33/purchordersiRECaalnApprovelny. asp?Seqhum=77 Recording |@ Internet Y

Figure4.21

All of the approved invoices are now listed, and the first column is used to start the reverse-
approval process. Clicking on the purchase date for the first invoice brings up the detailed
information for that record.
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File Edit “iew Fawvorites Tools Help

ST S < I (A B BRNE~ I I e S R =/
Back Forward Stop  Refresh  Home Search Favortes  History il Print Edit
Address: Ihttp:,-"ﬂ?2.16.1E.33,-"purch0rders,-"RECaaUnApprDveInv.asp?SeqNum=?? ﬂ
National Automated Credit Card SystemEZEZZa
Change Password  Exit
Invoice Processing for CardHolder: 0006666660000123456
Merchant Data
Purchase Date: 19981209 Amount: $2,000.00
Merchant: STARFLEET, INC. Location: WASHINGTON ,DC
Frequently Used Accounting Strings
“omments:
| Reverse Approval |
|Back to List of Invoicesl | |
& Done Recording |& Internet 4
Figure4.22

After making sure that thisis the invoice for which approval should be reversed, click on the

“Reverse Approval” button. The following confirmation screen is displayed.
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& Invoice Processing - Microsoft Internet Explorer !Em
File Edit “iew Favorites Tools Help
.2 @ [ A A G S B9 FH o
Back Forward Stop  Refresh  Home Search Favorites  History il Frint Edit
Address: Ihttp:,-",ﬂ?2.18.18.33,-"purchDrders,-"RECaaUnApprovelnv.asp'?yymmdd=&seqnum=??&ICIMISeqIdentity=&RevApp=Reverse+Approval LI
National Automated Credit Card SystemEAzZZz
Change Password  Exit
Invoice Processing for CardHolder: 0006666660000123456
Reversal Complete
Back to List of Invoices|
5 vI
Recarding |§ Internet /

& http:#172.16.16 33/purchordersfREC aaUnAppravelnvList. asp

Figure4.23

Going back to the List of Invoices shows the following screen.
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. List of Invoices - Microsoft Internet Explorer

File Edit “iew Favorites Tools Help

.2 .0 B oA Q MI B9 F.

Back Forward Stop  Refresh  Home Search Favorites  History il Frint Edit

Address: Iht‘tp:,-",-"1?2.18.18.33,-"purchorders,-"RECaaUnApprovelnvList.asp ;I

National Automated Credit Card SystemEAzZZz
Change Password  Exit

List Of Approved Invoices for Card Number: 0006666660000123456

Purch Date Merchant City State| Purch Amt|Bal Avail to Dist
19981209--Unapprove-| STARFLEET, INC. WASHINGTON|DC |$450.00 |$450.00

19981207--Unapprove-| WASHINGTON MUSIC CTR|WHEATON MD ($2,429.00 ($2,429.00

Back to Approving Official Menu

-

@ http:#172.16.16.33/purchordersiRECaalnApprovelny. asp?Seqhum=78 Recording |@ Internet Y

Figure4.24

Notice that the invoice for which we just reversed approval isno longer listed. That invoiceis
now available to be corrected, either by repeating the approval process or by the cardholder. If it
isyour intent to have the cardholder make the correction, you should notify him of such.
NACCS does not have a notification capability.

4.2.1.4 Reviewing Archived Invoices of a Cardholder.

After invoices have been updated, approved, and extracted for DAFIS processing, they are
removed from the current database and placed in a historical file. To review the archived
invoices for a cardholder for which you have approval authority, first select that cardholder from
your Approver Main Menu. Then select “Review Archived Invoices’ from the Approval Menu
for that cardholder, as shown in Figure 4.25.
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/4§ Approve Card Holder Invoices - Microsoft Internet Explorer

J File  Edit “iew Favorites Toole  Help ‘

LD o A @ 4 B Ei
Back Eansard Stop  Refresh  Home Search Favaortes  Histary b ail Print Edit
JﬁQdIBSS@I::'\Branson'\Eebte'\Sessions'\NAEES\.ﬁ.plﬂ_Screens_DDDEa.htm j @'{)Go “Links 5

National Automated Credit Card System e

Change Pasaword  Exit
—

Approval Functions
You Are 0000000000567891234 performing approval action for 0002222220000654321
HNumber of Invoices not updated: 0

Number of Invoices updated (but not approved): 4

Account String Maint

|
Approve Invoices |
Reverse Approval |
|
|
|

Review Archived Invoices
Print/Export Invoices
Back to Review Card Holders

Le]

|@ Cone I_ ’_ |_§‘ by Computer
Figure4.25

Clicking on “Review Archived Invoices” will give you alisting of all of the archived invoices
for the particular cardholder, sorted in descending date order. Thereisno option to limit the
records that are displayed or change the sort order. For thisreason, if there isaneed to view a
range of records, it is probably better to use the Print/Export Invoices instead.

The following figure shows the result of selecting “Review Archived Invoices’.
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File Edit “iew Favorites Tools Help

) o (A m P EB 8 3.
Back Farward Stop  Refresh  Home Search Favortes  History I ail Frint Edit
Address: Iht‘tp:,-",-"1?2.18.18.33,-"purchDrders,-"RECccHistList.asp ;I
. . [
Archived Invoices for Card Number: 0002222220000654321
Purch Date Merchant City State| Purch Amit
12/14/98 |BENJAMIN OFFICE SUPPLY |BELTSVILLE |MD |$177.06
12/14/98 |BENJAMIN OFFICE SUPPLY |BELTSVILLE |MD |$177.06
12/14/98 |BENJAMIN OFFICE SUPPLY |BELTSVILLE |MD |$177.06
12/14/98 |BENJAMIN OFFICE SUPPLY |BELTSVILLE |MD |$177.06
12/10/98 |FRANKLIN COVEY COMPANY|1800 654 1776|UT |$202.00
12/10/98 |FRANKLIN COVEY COMPANY|1800 654 1776 |UT |$202.00
12/10/98 |FRANKLIN COVEY COMPANY|1800 654 1776|UT |$202.00
12/10/98 |FRANKLIN COVEY COMPANY|1800 654 1776|UT |$202.00
GSA/CUST SUPPLY CTR 91 SPRINGFIELD| VA |$137.91
GSA/CUST SUPPLY CTR 91 SPRINGFIELD| VA |$137.91
GSA/CUST SUPPLY CTR 91 SPRINGFIELD| VA |$137.91
GSA/CUST SUPPLY CTR 91 SPRINGFIELD| VA |$137.91
Back to Card Holder Menu |
@’ http:##172.16.16.33/purchorders/RECccHistDetail asp?Seghum=61 Recarding |& Internet 4

Figure 4.26

Y ou can view the detail of any given record by clicking on Purchase Date. Clicking on the
purchase date for the last record gives the following information.
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w. Archived Invoices - Microsoft Internet Explorer !Elm
File Edit “iew Fawvorites Tools Help
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Hail Fririt E dit

Address: Ihttp:,-"ﬂ?2.16.1E.33,-"purchorders,-"RECCCHistDetaiI.asp?SeqNum=81 ﬂ

National Automated Credit Card SystemEZEZZa
Change Password  Exit

History Detail for CardHolder: 0002222220000634321

Merchant Data

Purchase Date: 12/1/98 Billing Amount: $137.91
Merchant: GSA/CUST SUPPLY CTR 91 Location: SPRINGFIELD VA

Accounting Data

Regn | App|Lim| CC| PE  |ObjCls| SMecS |Proj Num|
W |s01 |0 |9F18/460 2662

AFC: w StatData?: Prop ID:
Description:

Comments:

Back to List of Invoices

& http:#172.16.16.33/purchorders/RECCcHistList asp Recording |& Internet /

Figure4.27

None of the data in archived invoices can be changed. Therefore, this capability only allows you
to view the historical information. Clicking on “Back to List of Invoices” will take you back to
the previouslist. From there you can return to the Approval Menu.

4.2.1.5 Printing/Exporting Invoices.

“Printing/Exporting Invoices’ is used to generate an HTML output that can be subsequently
printed or saved in order to export the information to another application, such as Excel. The
“Print/Export Invoices’ capability is perhaps the better way to review historical information for a
card holder since you can limit the data that is generated to a specific range of dates. Therefore,
you will not need to page down through alarge set of datain order to find a specific record or set
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of records, as with the “Review Archived Invoices’ option. To access the Print/Export
capability, click on that menu item as found on the Approval Menu for the cardholder.

a Approve Card Holder Invoices - Microsoft Internet Explorer

J File Edit Yiew Favoites Toolz Help ‘

j ) @ | A Gd |- Ei
Back Eanward Stop  Refresh  Home Search Fawvortes  Histary b ail Frint Edit
| Adress [ ] C-\Branson'E sbte\S essions\NACCS Aprv]_Screens_0005a him ~| @6o |J Links

National Automated Credit Card System -

Change Pasavord  Ewxit
—

Approval Functions
You Are 0000000000567891234 performing approval action for 0002222220000654321
Number of Invoices not updated: 0

Number of Invoices updated (but not approved): 4

Account String Maint

Reverse Approval
Review Archived Invoices
Print/Export Invoices
Back to Review Card Holders

Approve Invoices |

|&] Dane l_’_|_5‘ My Camputer -
Figure4.28

You will first get a screen that alows you to view either current or archived invoices. For
archived invoices, you can also specify arange of dates that are to be viewed.
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. Print/Export Invoices - Microsoft Internet Explorer !Em
File Edit “iew Favorites Tools Help
o QD AN BE- R RIS L B

Back Forward Stop  Refresh  Home Search Favorites  History il Frint Edit

Address: Iht‘tp:,-",-"1?2.18.18.33,-"purchorders,a’lnvoiceReport.asp ;I

National Automated Credit Card SystemEAzZZz
Change Password  Exit

Print/Export Invoices

Select an option

View Current Invoices View Archived Invoices
(Enter Dates as
MMDDYYYY)

OR From:|12071998
To:[12141998

| Archived Invoices |

Current Invoices |

Back to Main Menu| -

~|

& Done Recarding |@ Internet

Figure4.29

Y ou can see that we have entered arange of dates from 12/7/98 through 12/14/98. (Y ou should
follow the required date format and not enter slashes(/). Also, you must enter the smaller date in
the “From” field and the larger inthe “To” field. Putting the dates in reverse order will cause no
records to be found.)

Clicking on the “ Archived Invoices’ button gives the following screen: (However, the format of
the data that resultsis identical whether you select “Current Invoices” or “Archived Invoices’.)
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w. Print{Export Invoices - Microsoft Internet Explorer

File Edit “iew Fawvorites Tools Help

> . @b afla u 3R
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Back Fonward Stop  Refresh  Home | Search Favortes  History il Print Edit
Address: ;http:,-",ﬂ?2.16.1E.33,-"purchDrdersflnvoiceRepDn.asp :j :
National Automated Credit Card SystemEAzZE
Change Password  Exit
Print/Export Invoices
Please be patient - it may take a moment to gather this data.
Once this page has finished loading, choose "Save As" from the File menu to save this -
document. Make sure you save the document with a .htm or .htil file extension. To view or edit
the document later, open it with Excel or Word.
Card Number: 0002222220000654321 Name: BELTON JODIE
Archived Invoices
19981207 - 19981214
Date Merchant Updated? Approved? Amount
12/7/1998 GSA/CUST SUPPLY CTR 91 Updated Not Approved $137.91
W/ 9010/ 9F18 /460 /2662777 5i37.91
Date Merchant Updated? Approved? Amount
FRANKLIN COVEY
12/14/1998 COMPANY Updated Not Approved $202.00
W/ 9010/ 9FI8/ 4607266277/ $202.00
Date Merchant Updated? Approved? Amount
FRANKLIN COVEY
12/14/1998 COMPANY Updated Not Approved $202.00
W /90107 9F18 /460 /2662 /77 5202.00
Date Merchant Updated? Approved? Amount
FRANKLIN COVEY
12/14/1998 COMPANY Updated Not Approved $202.00
W/901.0/9F18 /460 /2662777 5202.00
Back To Invoice Report Options l
Back to Main Menu -
& Done éRecurding & Internet .
Figure4.30
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Because the screen output islarge, only the top and bottom of the page is shown with a
discontinuity (the white area) between the two parts. Y ou should follow the instructions given at
the top of the page if you would like to subsequently load the information into Word or Excel.
To print the information, just select the “File” pull down menu item from your browser (e.g.,
Internet Explorer) and then select “Print”.

4.2.2 Acting as acardholder.

In addition to approving the invoices of your cardholders, you can also act as if you were any
one of your cardholders. When you do that, all of the functions available to a cardholder will be
available to you. For acomplete description of these functions and their use, please refer to the
Section 4.0 of the NACCS Cardholder Manual.

One reason that you may choose to act as a cardholder isto split an invoice record. Although
you can change the assigned accounting string for an invoice record during the approval process,
you cannot split an invoice while approving. Only by acting as the cardholder can an invoice be

split.

. Main Menu - Microsoft Internet Explorer !Em
File Edit “iew Favorites Tools Help
2D D QA @ I B a9 .
Back Farward Stop  HRefresh  Home Search Fawvarites  Histary b ail Print Edit
Addrass: Ihttp:,-"ﬂ?2.16.16.33,-"purch0rders,-"default1.asp LI
=]

National Automated Credit Card SystemEaZEza
Change Passward  Exit

Approving Official Main Menu

List of Card Holders

Card Number User Name Active? L0 2 Act As
Unapproved Invoices

0001234560000123456/ BROWN MAXINE Yes 1 1

0005555550000123456| PARKER JACQUELINE| Yes 6 Cardholder

0006666660000123456|MCDONALD WILLIAM| Yes 2, Cardholder

Delegate Approval Authority|
Approve For
Print/Export Invoices

|
@ http:#172.16.16.33/purchordersiactascardholder asp?echumber=0001234560000123456 Recording |& Internet A

Figure4.31
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To act as a cardholder, click on the “ Cardholder” text in the“Act As’ column for the particular
cardholder. Clicking on *Cardholder” for the first record (for Maxine Brown) gives the
following screen:

. Act As Card Holder - Microsoft Internet Explorer !Em
File Edit “iew Favorites Tools Help
.2 @ [ A A G S B9 FH o
Back Farward Stop  HRefresh  Home Search Fawvarites  Histary b ail Print Edit
Addrass: Ihttp:,-",-"1?2.18.18.33,-"purch0rders,-"actascardhoIder.asp?ccnumber=DDD1234560000123456 LI
=]

National Automated Credit Card SystemEaZEza
Change Passward  Exit

Card Holder Functions
You Are 0000000000567891234, ACTING As 0001234560000123456

Number of Invoices to update: 0

Account String Maint
Invoice Update

Review Archived Invoices

Print/Export Inveices
Back to Card Holder Menu|

|

@ http:#172.16.16.33/purchorders/RECccChangelist asp Recording |@ Internet Y

Figure4.32

To do aninitial demonstration of how to act as a cardholder, we will be splitting one of the
invoices associated with this cardholder. Since the invoice has already been updated (zero
invoices are waiting for update), we must select “Invoice Change”’ to modify the invoice record.
Clicking on “Invoice Change” produces the following screen:
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w. List of Updated Invoices - Microsoft Internet Explorer

File Edit “iew Favorites Tools Help

.2 .0 B oA Q MI B9 F.

Back Forward Stop  Refresh  Home Search Favorites  History il Frint Edit

Address: Iht‘tp:,-",-"1?2.18.18.33,-"purchDrders,a’RECccChangeIist.asp ;I

National Automated Credit Card SystemEAzZZz
Change Password  Exit

List Of Updated Invoices for Card Number: 0001234560000123456

Purch Date Merchant City State| Purch Amt Bal Avail to Dist

19981204 : | GSA/CUST SUPPLY CTR 91| SPRINGFIELD| VA |$1,548.42 |$1,548.42

Back to Cardholder Menu|

-

@ http:#172.16.16.33/purchorders/RECceinvChange asp?Seqium=1 Recording |@ Internet Y

Figure4.33

All of the invoices that have been updated but not yet approved will belisted. In this case, there
isonly one such invoice. (If you find that the invoice you need to changeis not listed, it
probably means that you have already approved the invoice and need to reverse its approval.

Y ou would need to reverse the approval of the invoice in question before proceeding. See
Section 4.2.1.3.)

Clicking on the purchase date for the lone invoice gives the following screen:
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w. List of Updated Invoices - Microsoft Internet Explorer !Elm
File Edit “iew Fawvorites Tools Help

< BE A

Back Forward Stop  Refresh  Home

B 9 o .

Hail Fririt E dit

Q [ P

Search Favortes  History

Address: Ihttp:,-",-"1?2.18.16.33,-"purchorders,-"RECCCInvChange.asp?SeqNum=1 ﬂ

National Automated Credit Card SystemEZEZZa
Change Password  Exit

Invoice Processing for CardHolder: 0001234560000123456

Merchant Data

urchase Date:19981204 Amount: $1,548.42
MMerchant: GSA/CUST SUPPLY CTR 91Location: SPRINGFIELD ,V

Frequently Used Accounting Strings

Invoeice Split Information
Invoice Amount:$1,548.42Balance Available to Distribute:$1,548.42
Amount to Distribute: &t
Regn App Lim EE PE ObhjCls SMcS Proj Num
W Joor o [F415 460 [3100 |
AFC: | Tag: | StatData?: | Prop ID:
Description: |
Comments: |
Update |
View Edit Tables
Back to List of Invoicesl |
1y Recording |& Internet Y

Figure4.34

Y ou can see that we have entered $400.00 to split off from this invoice and have changed the
Object Class (ObjCls) from 2662 to 3100. Thiswill cause $400.00 of thisinvoice to be charged
to the modified accounting string. To actually split off this amount of money, click on the
“Split” button. Thiswill cause the modified accounting string to be validated and, if found valid,
will generate a split-out record for thisinvoice. If al issuccessful, you will see the following
confirmation screen:
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w. Split Processing - Microsoft Internet Explorer !Em
File Edit “iew Favorites Tools Help
.2 @ [ A A G S B9 FH o
Back Farward Stop  HRefresh  Home Search Fawvarites  Histary b ail Print Edit
Addrass: Ihttp:,-"ﬂ?2.16.18.33,-"purch0rders,-"RECccUpdateInvFinal.asp LI
=]

National Automated Credit Card SystemEaZEza
Change Passward  Exit

Please be patient - split processing may take a moment. You will see a confirmation message when the split has been
completed.

Split Complete
You may return to the current invoice and either continue splitting it or click Update to complete the transaction.

Back t ice
Back to List of Invoices

Recarding |§ Internet

|

@ http:#172.16.16.33/purchorders/RECceinvChange asp?Seqium=1
Figure 4.35

Clicking on “Back to Current Invoice” will take us back to the invoice on which we were
working to confirm that the split has been actually made and to complete the process.
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. Split Processing - Microsoft Internet Explorer !Elm
File Edit ¥iew Favontes Toals Help
@« .2 @ [ oA Q @ ow@e B9 &
Back Fanmard Stop  Refresh  Home Search Favortes  Histary il Frint Edit
Address: |hnp-m 72.16.16 33/ purchorders/RE CeclnvChange. asp?SeqMurn=1 Ll
National Automated Credit Card SystemiEAZZEZR
Change Password  Exit
Invoice Processing for CardHolder: 0001234560000123456
Merchant Data
[Purchase Date:19981204 Amount: $1,548.42
MVMerchant: GSA/CUST SUPPLY CTR S1Location:SPRINGFIELD V£
Frequently Used Accounting Strings
Invoice Split Information
mveice Amount:31,548.42Balance Available to Distribute:51,148.42
Amount to Distribute:
Invoice Distribution
Invoice Amount: $1,548.42
Account Code Balance Amount
W/ 901.0/F415 /460 / isplayed
W/ 901.0/F415 /4
Total Balance
Ren App Lim cC PE OhjCls SMcS Proj Num
W Joor o [Fa15 460 o662 | |
AFC: | Tag: | StatData2: | Prop ID:
Description: |
Comments: |
Back to List of Invoicesl |
& javascriptLookupwin('EditTahles asp'); Recaording |§ Internet 4
Figure 4.36
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To complete the action on thisinvoice, we click on “Update” and get the following confirmation
screen:

. Invoice Processing - Microsoft Internet Explorer !Em
File Edit “iew Favorites Tools Help
5 =
e LD D QA @ P B89 5.
Back Forward Stop  Refresh  Home Search Favorites  History il Frint Edit

Address: Ihttp:,-",ﬂ?2.18.18.33,-"purchDrders,a’RECccUpdateInvFinal.asp ;I

National Automated Credit Card SystemEAzZZz
Change Password  Exit

CardHolder Invoice Update

Successfully updated Invoice.

-

A~

@ http:#172.16.16.33/purchorders/RECccChangeList asp Recording |§ Internet

Figure4.37

Returning back to the list of invoices shows that the record is now highlighted as being a split
invoice.
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w. List of Updated Invoices - Microsoft Internet Explorer
File Edit “iew Favorites Tools Help
T S < IE I A S B~ R B R R
Back Forward Stop  Refresh  Home Search Favorites  History il Frint Edit
Address: |ntip://172.16.16.33/purcharders/RE CoeChangelList asp =l
- - LI
National Automated Credit Card SystemEAzZZz
Change Password  Exit
List Of Updated Invoices for Card Number: 0001234560000123456
Purch Date Merchant City State| Purch Amt Bal Avail to Dist
19981204 |GSA/CUST SUPPLY CTR 91|SPRINGFIELD|VA [$1,548.42 [$1,148.42
Back to Cardhold ‘“Menu|
5 vI
Recarding |§ Internet /

@ http:#172.16.16.33/purchorders/RECceinvChange asp?Seqium=1
Figure 4.38

Y ou can now go back to the Cardholder Menu to continue to perform functions for this
cardholder. Again for the full descriptions of cardholder functions, please refer to Section 4.0 of

the NACCS Cardholder Manual.
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4.2.3 Ddegating Approval Authority.

Should you want or need to, you may delegate to another approver your authority to approve
invoices. When you do this, the other approver may perform all of the functions you normally
would be able to with respect to the cardholders assigned to you. Y ou may wish to delegate such
authority to establish a backup person for yourself or when you might be away for an extended
period of time.

4.2.3.1 Adding Delegated Approvers.

The way to delegate such authority isto begin by selecting “ Delegate Approval Authority” from
the Approver Main Menu.

. Main Menu - Microsoft Internet Explorer !Em
File Edit “iew Favorites Tools Help
5 =
L2 QD D QA @ I B a9 .
Back Forward Stop  Refresh  Home Search Favorites  History il Frint Edit
Address: Ihttp:,a’ﬂ?2.18.18.33,-";3urchorders,a’Defaulﬂ.asp ;I
-

National Automated Credit Card SystemEAzZZz
Change Password  Exit

Approving Official Main Menu

List of Card Holders

Card Number User Name Active? Unapf:lfzzsrh':ioices Act As
0001234560000123456| BROWN MAXINE Yes 0 Cardholder
0005555550000123456| PARKER JACQUELINE| Yes 6 Cardholder
0006666660000123456|MCDONALD WILLIAM| Yes 2, Cardholder

Delegate Approval Aunthority
Approve For
Print/Export Inveices
-
@ http:#172.16.16.33/purchordersiDelegateApproval asp Recording |@ Internet 4

Figure4.39

When you do, the following screen will result:
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w. Main Menu - Microsoft Internet Explorer !Em
File Edit “iew Favorites Tools Help
¢ L2 @ [ QA aQ B B S FH .
Back Forward Stop  Refresh  Home Search Favorites  History il Frint Edit
Address: Iht‘tp:,-",-"1?2.18.18.33,-"purchorders,a’DeIegateApproval.asp ;I
- - LI
National Automated Credit Card SystemEAzZZz
Change Password  Exit
Delegate Approval Authority
Current Delegations
None
Awvailable Approvers
MATI’TESTAPPROVERj
Add
|Go back to list of card holdersl
& Done Recarding |§ Internet 4
Figure 4.40

Initially, there will be no delegations established for you. Consequently, the form will show that
you have no current delegations the first time that you establish delegations. Notice that the field
for available approvers has a*“pick list” that can be accessed by clicking on the down arrow in
theright of the field. When you click on the down arrow, alisting of all approvers available to

you will be generated for that field.
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Delegate Approval Authority

Current Delegations

HMone

Availahle Approvers

MACCS APPROVER j

PMATT TEST APPROWER
MNACCS APPROVER
MACCS APPROYER #2
TEST APPROVER

{50 back to list of card holders |

Figure4.41

12/23/99

To select one of the approvers from the “pick list”, simply click on the name of that person, and

it will be automatically entered into the field. For example, we've selected “NACCS

APPROVER”. When we click on that name, it is entered automatically into the approver data

field.
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w. Delegate Approval Authority - Microsoft Internet Explorer !Em
File Edit “iew Favorites Tools Help
.2 @ [ A A G S B9 FH o
Back Forward Stop  Refresh  Home Search Favorites  History il Frint Edit
Address: Iht‘tp:,-",-"1?2.18.18.33,-"purchorders,a’DeIegateApproval.asp LI
National Automated Credit Card SystemEAzZZz
Change Password  Exit
Delegate Approval Authority
Current Delegations
None
Awvailable Approvers
NACCS APPROVER ﬂ
|Go back to list of card holdersl
Recarding |§ Internet

-

& Done

Figure4.42

To delegate authority to the indicated approver, ssimply click on the “Add” button. The

following screen results:

55

A~



rover Manual 12/23/99
App

-

w. Delegate Approval Authority - Microsoft Internet Explorer !Em
File Edit “iew Favorites Tools Help
.2 @ [ A A G S B9 FH o
Back Forward Stop  Refresh  Home Search Favorites  History il Frint Edit
Address: Iht‘tp:,-",-"1?2.18.18.33,-"purchorders,a’DeIegateApproval.asp LI
- - LI
National Automated Credit Card SystemEAzZZz
Change Password  Exit
Delegate Approval Authority
Current Delegations
0001111111111111111 NACCS APPROVER Cancel Delegation
Awvailable Approvers
NACCS APPROVER #2 j
| Go back to list of card holdersl
& Done Recording |§ Internet
Figure4.43

Notice that the approver we added now appears under “ Current Delegations’. Y ou can repeat
the addition process as many times as needed to establish delegated approvers.
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4.2.3.2 Cancding aDelegation.

Figure 4.44 shows your delegations after authority has been given one more approvers.

w. Delegate Approval Authority - Microsoft Internet Explorer !Em
File Edit “iew Favorites Tools Help
.2 @ [ A A G S B9 FH o
Back Farward Stop  HRefresh  Home Search Fawvarites  Histary b ail Print Edit
Address: Ihttp:,-"ﬂ?2.16.16.33,-"purchDrders,-"DeIegateApproval.asp LI
. : =
National Automated Credit Card SystemEaZEza
Change Passward  Exit
Delegate Approval Authority
Cwrrent Delegations
0000000000000055555 NACCS APPROVER #2 Cancel Delegation |
0001111111111111111 NACCS APPROVER |  Cancel Delegation |
Available Approvers
MATT TEST APPROVERﬂ
Add
|Go back to list of card holdersl
E Dane Recording |& Internet /
Figure4.44

To cancel the delegation given to the “NACCS APPROVER”, smply click on the “Cancel
Delegation” button for that record. The delegated approver will be removed, and the screen will
be updated accordingly, as can be seen in Figure 4.45.
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w. Delegate Approval Authority - Microsoft Internet Explorer !Em
File Edit “iew Favorites Tools Help
: =
) W | A @ P B9 FH .
Back Forward Stop  Refresh  Home Search Favorites  History il Frint Edit
Address: Iht‘tp:,-",-"1?2.18.18.33,-"purchorders,a’DeIegateApproval.asp LI
-

National Automated Credit Card SystemEAzZZz
Change Password  Exit

Delegate Approval Authority

Current Delegations

0000000000000055555 NACCS APPROVER #2 Cancel Delegation

Awvailable Approvers

MATT TEST APPROVER j
Add

Go back to list of card holders

-

& http:4172.16.16.33/purchardersidefault asp Recarding |&' Internet /

Figure 4.45

Whoever you delegate authority to is able to perform all of the functions that you can with
respect to your cardholders. Therefore, it iswise to notify the delegated approvers concerning
your delegation of authority to them. Let them know why you are delegating authority to them,
for how long, and to what extent you’'d like them to operate. (For example, you'd like them to
review and approve the invoices of only certain cardholders. Alternately, you might be out of
town for an extended period of time and would like them to approve invoices on your behalf
while you are away.) When the time limit or need for these delegationsis over, you should
remove such approvers by canceling their delegation.
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If thereis aneed for you to perform approvals for another approving official, you begin the

process by clicking on the “ Approve For” button found on the Approvers Main Menu.

w. Main Menu - Microsoft Internet Explorer !Em
File Edit “iew Favorites Tools Help
¢ L2 @ [ QA aQ B B S FH .
Back Farward Stop  HRefresh  Home Search Fawvarites  Histary b ail Print Edit
Addrass: Ihttp:,-"ﬂ?2.18.18.33,-"purch0rders,-"DefauIt1.asp LI
. . L
National Automated Credit Card SystemEaZEza
Change Passward  Exit
Approving Official Main Menu
List of Card Holders
Card Number User Name Active? BRI & Act As
Unapproved Invoices
0001111110000123456|MILHOUSE FRANCES| Yes 6 Cardholder]
0002222220000123456| MASSOWD DONNA Yes 3 Cardholder
0003333330000123456| GOODMAN STEPHEN| Yes 10 Cardholder
0004444440000123456 HEATH EVELYN Yes 4 Cardholder]
Delegate Approval Authority|
‘Approve For
Print/Export Inveices
3 vI
@ http:#172.16.16.33/purchordersisppraver or asp Recording |§ Internet 4

Figure 4.46

Doing so brings up the following screen:
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w. Approve For - Microsoft Internet Explorer !Em
File Edit “iew Favorites Tools Help
S IE R A B < = I I e L B
Back Forward Stop  Refresh  Home Search Favorites  History il Frint Edit
Address: Iht‘tp:,-",-"1?2.18.18.33,-"purchDrders,-"ApproveFor.asp ;I
National Automated Credit Card SystemEAzZZz
Change Password  Exit
Approving Officials You May Approve For
|i00000000005678912345 APPROVER D |
| Go back to list of card holdersl
5 vI
@ http:#172.16.16.33/purchordersiactasapprover. asp? CCNUmber=000000000056 7891234 8ApproveFor=True | Recording |§ Internet 4
Figure 4.47

In this case, you have been delegated authority for only one approver. To approve for this
individual, click on the person’s ID number (in this instance 0000000000567891234). The

following screen will result.

60



rover Manual 12/23/99
App

. Act As Approving Official - Microsoft Internet Explorer

File Edit “iew Favorites Tools Help

.2 .0 B oA Q MI B9 F.

Back Forward Stop  Refresh  Home Search Favorites  History il Frint Edit

Address: Iht‘tp:,-",-"1?2.18.18.33,-"purchorders,-"al:tasapprover.asp?CCNumber=DDDDDDDDDDEB?891234&Appr0veF0r=True LI

National Automated Credit Card SystemEAzZZz
Change Password  Exit

You Are 00000000000000355355, ACTING As 0000000000567891234

Select a Cardholder

| Card Number | User Name |Active? |No. Unapprvd| Act As

10001234560000123456 BROWN MAXINE | Yes | 0 \Cardholder
10005555550000123456 PARKER JACQUELINE| Yes | 0 ICardholder
0006666660000123456 MCDONALD WILLIAM | Yes | 2 ICardholder

| Go back to Approve For screen|

-

@ http:#172.16.16.33/purchordersiappactascardholder. asp?ecnumber=0006666660000123456&ApproveFar=Tru| Recording |@ Internet Y

Figure 4.48

Notice that the form shows for whom you are acting and lists the cardholders for that individual .
Y ou are now able to carry out al of the approval, maintenance, and performance (acting as)
functions for these cardholders, just asif they had been assigned to you. All of the procedures
that have been previously described will apply. The only differenceisthat the statement, “Y ou
are XXXX, ACTING AsYYYY”, will appear at the top of the Approval Functions Menu while
you are approving for the particular official (where XXXX isyour ID number and YYY'Y isthe
ID number of the approver that delegated you his authority). For example, if you click on the
last cardholder’s 1D, you would get the following screen:
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w. Approve Card Holder Invoices - Microsoft Internet Explorer !Em
File Edit “iew Favorites Tools Help
: =
S IE R A B < = I I e L B
Back Forward Stop  Refresh  Home Search Favorites  History il Frint Edit
Address: Iht‘tp:,-",-"1?2.18.18.33,-"purchorders,-"appadascardhDlder.asp?ccnumber=DDDBBBBBBDDDD123458&Appr0veFor=True LI
-

National Automated Credit Card SystemEAzZZz
Change Password  Exit

Approval Functions
You Are 0000000000000055555 performing approval action for 0006666660000123456
Number of Invoices not updated: 0

Number of Invoices updated (but not approved): 2

Account String Maint

App ces
Reverse Approval
Review Archived Invoices
Print/Export Invoices
Back to Review Card Holders
Back to "Approve For'" Card Holder Menu|

-

@ http:#172.16.16.33/purchordersiRECaaApprovelnyList asp Recording |@ Internet Y

Figure 4.49

From this point on all of the approving functions apply that previously have been described.
(See Sections 4.2.1 and 4.2.2.)

4.25 Printing/Exporting Invoices for Y our CardHolders.

“Printing/Exporting Invoices’ is used to generate an HTML output that can be subsequently
printed or saved in order to export the information to another application, such as Excel. From
the Approver Main Menu, thisfunction is essentially the same as that available from the
Approval Functions Menu (as can be seen in Figure 4.49) except that now from the Approver’s
level you will be able to print or export datafor all of your cardholders.

To access the Print/Export Invoices capability, click on that menu item as found on the Main
Approver Menu.
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w. Main Menu - Microsoft Internet Explorer !Em
File Edit “iew Favorites Tools Help
T S < IE I A S B~ R B R R
Back Forward Stop  Refresh  Home Search Favorites  History il Frint Edit
Address: Ihttp:,-",-"1?2.18.18.33,-"purch0rders,-"default1.asp ;I
- - LI
National Automated Credit Card SystemEAzZZz
Change Password  Exit
Approving Official Main Menu
List of Card Holders
Card Number User Name Active? Number of 5 Act As
Unapproved Invoices
0001234560000123456/ BROWN MAXINE Yes 0 Cardholder
0005555550000123456| PARKER JACQUELINE| Yes 6 Cardholder
0006666660000123456 MCDONALD WILLIAM| Yes 2 Cardholder
Delegate Approval Authority|
Approve For
Recarding |§ Internet

E http: 41 72.16.16 33/ purchardersinvoiceReport. asp
Figure 4.50

Clicking on the “ Print/Export Invoices’ button brings up an Options Menu that lets you view
“Current Invoices’ or “Archived Invoices’ from a specified date range.
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w. Main Menu - Microsoft Internet Explorer !Em
File Edit “iew Favorites Tools Help
T S < IE I A S B~ R B R R
Back Forward Stop  Refresh  Home Search Favorites  History il Frint Edit
Address: Iht‘tp:,-",-"1?2.18.18.33,-"purchorders,a’lnvoiceReport.asp ;I
National Automated Credit Card SystemEAzZZz
Change Password  Exit
Print/Export Invoices
Select an option
View Current Invoices View Archived Invoices
(Enter Dates as
MMDDYYYY)
OR From:l
T0:|
Current Invoices
Archived Invoices |
Back to Main Menu|
Recarding |§ Internet

~|

& Done

Figure4.51

To view the current invoices for your cardholders, click on the “Current Invoices’ button. The

following output will result.
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&. Print/Export Invoices - Microsoft Internet Explarer !EE
Help

Edit  View Fawvorites Tools

|

12/23/99
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. AR BN [ s .
Favard Stop  Refresh  Home Search Favoites  History b ail Print. Edit
Address: Ihttp',m 72.16.16.33/ purchorders/InvoiceReport asp LI ‘
National Automated Credit Card SystemEAZZ=a
Change Password  Exit
Print/Export Invoices
Please he patient - it may take a moment to gather this data.
Once this page has finished loading, choose ""Save As"” from the File menu to save this
document. Make sure you save the document with a .htm or .html file extension. To view or edit
the document later, open it with Excel or Word.
Card Number: 0001234560000123456 Name: BROWN MAXINE
Current Invoices
Date Merchant Updated? Approved? Amount
12/09/1998 GSA/CUST SUPPLY CTR. 91 Updated Not Approved $1.548.42
W00/ F415 748072662777 84,148.42
W/90:.0/F415 7450/ 3100/ /7 F400.00
TNata Marchant Tndatad? Annravad? Amannt -l
|
Card Number: 0005555550000123456 Name: PARKER JACQUELINE
Cwmrent Invoices
Date Merchant Updated? Approved? Amount
12/07/1998 GSA/CUST SUPPLY CTR 97 Updated Not Approved $68.16
W/00:i0/Z331 /TFL/2696/// b68.16
TNata MMarchant Tindatad? Annraved? Amannt |
=
Card Number: 0006666660000123456 Name: MCDONALD WILLIAM
Current Invoices
Date Merchant Updated? Approved? Amount
12/09/1998 WASHINGTON MUSIC CTR Updated Not Approved $2,429.00
W/90L0/ 8707513/ 2334777 32,422.00
Thodn AN nmnhoamd TTerdnd n A A mimimrnra A A wrnwmead
Back To Invoice Report Options
Figure4.52



rover Manual 12/23/99
App

The resulting report can be quite large. Therefore, Figure 4.52 only shows portions of the report,
with the discontinuities being shown as white bands across the page. Y ou can see, however, that
records for each cardholder are listed (though only the first invoice for each is shown here).

Y ou should follow the instructions given at the top of the page if you would like to subsequently
load the information into Word or Excel. To print the information, just select the “File” pull
down menu item from your browser (e.g., Internet Explorer) and then select “Print”.

Clicking on “Back To Invoice Report Options’ takes you back to the previous screen where you
can alternately specify arange of dates for viewing archived invoices.

w. Print/Export Invoices - Microsoft Internet Explorer !Em
File Edit “iew Favorites Tools Help

2D D QA @ I B a9 .

Back Farward Stop  HRefresh  Home Search Fawvarites  Histary b ail Print Edit

Addrass: Ihttp:,-"ﬂ?2.18.18.33,-"purchDrdersflnvoiceRepon.asp LI

National Automated Credit Card SystemEaZEza
Change Passward  Exit

Print/Export Invoices

Select an option

View Current Invoices View Archived Invoices
(Enter Dates as
MMDDYYYY)

OR From:|12071998
To:[12141998

| Archived Invoices |

Current Invoices |

Back to Main Menu| -

ol

& Done Recarding |& Internet Y

Figure4.53

To view archived invoices, you would supply a date range and then click on “Archived
Invoices’. This option would generate a report in the identical format as for viewing current
invoices, except that the invoices would be selected according to the range of dates that you
specify from the invoices in the historical file. Since the output’s format isidentical to what you
have already seen, it is not reproduced here.

This compl etes the descriptions and procedures for approver functions.
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